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ADDENDUM 3A

A. Required Veteran Services Entered in TrackOne
Step 1: Once logged in and customer is located, using the “Find Client” search, select the “Service”

screen

Add New Client Find Client

Bading, Frank
110-60-7845
571071364

’.‘ Client Home Page
@ & Reminders/Tasks
(3] 3 Edit Participant

3 Work History

1 Enrallment and Application

] Services

1 Goals

l.| Case Notes

1 Credentials

] Test Results

) Print 155
[ ] Tas Forms

User Home Case Management

I Case Management

1/ @Work Solvtions

Mary Urban - indy WIA Help Topics About DSI Logout

1 Administrative File Review

Additional Participant Information E
Home Address: l:l
L —
L —
County:
Home Phone: l:l
work Phone: l:'
Msg Phone: l:l
cell Phone: l:l
Email Address: l:'
Highest Grade Completed: |_ SE[ECT - vl
Highest Degree Attained: | SE[ECT - vl
Unemployment Insurance (UI} Status: |_ SELECT- v‘ ||
Citizenship:
Org/Region Information-These values will be automatically assigned by the systerm
Created By Org ID:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:
[ Previous } [ Pausze ] [ Cancel ]T

»

74 start €& @ @ I

User Home j\ Case Management

Add New Client Find Client

]

Szedenik, Princess
111-11-1111
12/25/1980

I Case Management
/h Client Home Page
E & Reminders/Tasks
= 3 Edit Participant
Waork Histary
1 Enroliment and application
(] Services
1 Goals
| Case Notes
1 Credentials
(] Test Results
) Print 155
[# (] Tas Forms

Z1 Administrative File Review

S @ Inkemet

&)L 1158

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Activities

The client's activities/services are displayed below, The most recent items are listed first.
To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the desired record
and select Edit from the menu.

L Jemi

3 records found.

Funding Planned End Actual End

Service Type

stream  8erviceTvoe Date Date
#% 1/30/z00  Work w/ client to develop g Employment Plan N2 1/30/2008

F job search plan

; 1-0n-1 Counseling and 5 Counssling and Carser

7 1apsz007 D00 i WiA-ndule  Sounee 4 11/9/2007 11/9/2007
% 11/0/2007 Seif-heln - Assessment - oo oo, Informational/Self- ca 11/9/2007 11/9/2007
¢ Generic Service

S @ Internet
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Step 3: At the “Add an Activity” page, click the magnifying glass next to Activity/Service Title, this will
take you to available service by funding stream screen.

https:{fwww.trackon osoft Internet Explorer

&7 1/ @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home Wl Case Management 1

Add New Client Find Client

Szedenik, Princess Activity
111-11-1111

12/25/1980 To add an activity, enter the following information

Case Management Begin Date:*
Y Client Home Page Activity /Service Title:* | 6 _
[ 2§ Reminders;Tasks Funding Stream:
2} 5 Edit Participant Line Code:
Waork Histary Service Type:
21 Enrollment and Application Provider:

4 services Training Provider ID: l:l
2 oosls T —
.| Case Notes &

Z1 Credentials O*Net Title:
] Test Results Summary Description: ‘

£ print 155 Status:* | Active ~|

[ 1) T s Planned End Date:* [12,01/2005 |7
atio 2 Actual End Date: l:El

1 Administrative File Review Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed infarmation necessary far monitoring purposes
Please use accordingly. Motes in this field will be viewable by all users.

Service Notes:

=

&) S @ Internet

Step 4: In “Category” select the appropriate category according to what services you provided the VET
customer (Most of the time, it’s either “Core Service” or “Staff Assisted”.

rack.Net - Microsoft Internet Explorer

User Home Case Management

Add New Client Find Client
24 hitps:/Awww. trackone-

.com - ClientTrack.NET Search - Microsoft Internet Explorer

szedenik, Prin
111-11-1111
12/25/1980

Available Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search

7 to display a list of available services .

REECRMENED CIUCIUI o can use the Category and Semice Type selections to narrow the search. The Service Title box will match al
¥ Client Home Pagel|titles containing the text in the box, for the selected Funding Stream :| @S

E & Reminders/Tasks

£ 3 Edit Participant
8 Uik eIy Funding Stream:*
1 Enrollment and Ad

{1 Services Category: | SELECT - v

1 Goals Service Type: ‘ SELECT - .,|
] ©ase Notes Service Title: l:|
1 Credentials
1 Test Results
] Print 135

E O] TAA Forms

Click on an item in the list to place the client into the selected service

1 Administrative Filg]

r monitoring purposes

&] Dore S @ Internet
—

L 5 @ Internet
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Step 5: Click “Search.” A page displaying “Available services by funding stream” should show. Click on
the appropriate Service Type. You will then be directed back to the “Activity” screen. Note: There are

various services that may be selected for VET services (select most appropriate).

Optians =

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search to display a list of available seices .
You can use the Category and Service Type selections to narrow the search. The Semvice Title box will match all titles containing the text in the box, for the selected
Funding Stream.

Click on an item in the list to place the client into the selected senvice.

Funding Stream:* _ SE| ECT -

category:
Service Type: _ SELECT - v

Service Title:

L 1

9 records found.

WIA-Adult Referral to Employment Staff-assisted - Referral to Employment CE
WIA-Adult Staff Assisted Job Search Staff-assisted - Job Search cs
WIA-Adult Staff Assisted Job Search Workshop - Job Search cs
WiA-aAdult Support Service Referral Resource Directory Referral ov
WIA-Adult Other Core Services Staff-Assisted - Assessment - Generic cz2
WIA-Adult Other Core Services ‘Workshop - Career Interest or Assessment c2
Core Services Workforce Information Service Staff-Assisted - Labor Market Information Cc8
Core Services Workforce Information Service Workshop - Labor Market Information c8
Core Services Work Keys Referral WorkKeys Referral CK

d

€ Internet | Protected Mode: On

#100%

-

Step 6: Once back in “Activity” page, Select “Case Note” to describe the service provided

User Home ]l Case Management
Add New Client Find Client

1

WIA Activities-Master
Activity

To add an activity, enter the following information.

Begin Date:* [12/06/2008 |3

Szedenik, Princess
111-11-1111
12/25/1380

Case Management

| /3 Client Home Page Activity/Service Title:* ‘Slaﬁ—assisted - Referral to Employment | @q;
i [ | Reminders/Tasks Funding Stream:  WIA-Adult
2} 3 Edit Participant Line Code: CE

Work History
(] Enrollment and Application

 Services
&=

Service Type:
Provider:

Referral to Employment
Indiana WorkOne System

O*Net Title:

Summary Description: ‘

Training Provider ID:
] Goals
.. | Case Notes
(] Credentials
(] Test Results
. Print 155

[ ] TAA Forms

0O¥Net Code: ;;

Status:®  Active
Planned End Date:* [02/06/2005 |75

Actual End Date: I:E

£

1 Administrative File Review Record Created By:

| Service Notes-A notes field is provided for any justification, rationale or detailed information necessary for monitoring
purposes. Please use accordingly. Motes in this field will be viewable by all users.

|(') https://www trackone-in.com/9.2.2/MainPage.aspx?PagelD=18PrimaryKey=LER&ClientScreenWidth=10168ClientScreenHeight=7038dnitial Content=&dnitial Page= - g ‘
©OMorton 360 =1 & > Options +
Tk g 1 @Work solutioans

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Service Notes:

B

I Done I € Internet | Protected Mode: On #,100%

—_—
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Step 7: Enter in Case Note: Describe the service being provided to the veteran (for example, working on
a resume, preparing for an interview, or dealing with a VA or Gl Bill question); and, describe details that
show the depth of service being provided to the veteran (for example, jobs/employers to which resumes
were mailed, details about the interview preparation activity, or suggestions for addressing the VA or Gl
Bill questions that were raised).

(€ ClientTrack.Net - Windows Internet Explo

[ https://amans trackone-in.com/9.2.2/MainPage.aspxtPagelD=1&PrimaryKey=L ER&ClientScreeniWicth=1016&ClientScreenHeight=T03&nitisl Content=&nitia Page= - 4|

O Norton 360 @ @ Fraud‘monitoringis on = Options ~

g”uzr.k.@m 1 @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home j\ Case Management ]

Add New Client Find Client Client Case Notes @
Leddy, Chris The client’s case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
232-32-2323 Print box next to one or more case notes you wish to print, and click the Print Selected button.

1/7/1983

NOTE: Once a case note is saved, additional changes will not be allowed.

) ] (G

’.‘ Client Home Page
E Z Reminders/Tasks
= 3 Edit Participant

Waork History

Case Manager Regarding Restriction
(1 Enrollment and Application
1 services
1 Goals

lo| Case Notes
] Credentials
[Z] Test Results
) print 1SS

[ (] TAA Forms

1 Administrative File Review

Done i) & Internet | Protected Mode: On ®100% -
— = = — —

Step 8: After entering the case note in, ensure the spelling and grammar are correct before selecting
“Save”. In the “Case Note” page (seen below), select “Save” (may need to scroll down).

£] htips:/iwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer |’-_”§‘rg|

o, ) ? }’@WMS&MM:
Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home Case Management
Add News Client Find Client Edit Case Note &=
szedenik, Princess
111-11-1111 Entry Date:* [z,07/,2008 |75
12/25/1980 Entered By: —
ing:*
I Case Management L4} Regarding: ‘
ﬂ‘ Client Home Page
B |2 Reminders/Tasks Domestic Vielence Case Note-If checked, Case Note will be set to Organization Restricted
= 3 Edit Participant
3 waork History Domestic Violence Case Note: [
23 Enrallment and Application Select a Termplate v
] services G ™ v o~ B O U S Fonts v ||mze v | <L
] Goals
T Case Note
[ Credentials Client Name: Princess Szedenik
] Test Results
£ Print 155
E ] Taa Farms
Ic atio 5
] Administrative File Review
- &
&] Dane S @ mtemet
|—— . . - _— _ ____———| 4
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B. Service Strategy Development
Step 1: Enter a “Service”

rack.Net - Microsoft Internet Explorer

User Home Case Management

Add New Client Find Client

Bading, Frank
110-60-7845
5/10/1964

’.‘ Client Home Page
#l Reminders/Tasks
Edit Participant
Work History
1 Enrallment and Application

] Services

1 Goals

l.| Case Notes
1 Credentials
] Test Results
) Print 155

[ ] Tas Forms

[E3]
[E3]

I Case Management

@Work Solvtions

Mary Urban - indy WIA Help Topics About DSI Logout

B

Additional Participant Information

Home Address:

Zip Code:

County: | SELECT- v

Home Phone:

]

workhone: |
Ll —
Gell Phone:

]
L 1

Email Address:

Highest Grade Completed: |_ SE[ECT - vl
Highest Degree Attained: | SE[ECT - vl
Unemployment Insurance (UI) Status: | SELFCT-- v‘ ||

1 Administrative File Review

Gitizenshi

- SELECT - b

Org/Region Information-These values will be automatically assigned by the systerm

GCreated By Org 1D:
Organization Name:
New Region Code:
Old WSA Code:
Date Created:

[ Previgus }

[ Pausze ] [ Cancel ]T

»

‘dstat € @ ©

Step 2:

o) Inbox -

S @ Inkemet

The “Activities” screen, displays the Customer’s Service Strategy and/or IEP. All Services/Activities
added should be displayed on this screen. In the “Activity” screen, click “Add New” to add an activity to
the Customer’s Service Strategy and /or IEP.

a https:{iwww.trackone-in.com - Cli

ientTrack.Net - Microsoft Internet Explorer

—

@Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home j\ Case Management

Add New Client Find Client

Szedenik, Princess
111-11-1111
12/25/1380

I Case Management
ﬂ‘ Client Home Page
E 2] Reminders/Tasks
= 3 Edit Participant
3 Waork History
1 Enroliment and application
{3 Services
1 Goals
| Case Notes
Z1 Credentials
(] Test Results
) Print 155
[ ] TAA Forms

]

A

The client's activities/services are displayed below. The most recent iterns are listed first.
To add a new activity, click the Add New button. To edit an existing activity, click the Action icon next to the desired record
and select Edit from the menu.

) (]

3 recards found.

Begin 1 Funding B Line Planned End Actual End
Date Title Stream Service Type Code Date Date

#% /3072005 Work w/ client to develop g Employment Plan N2 1/30/2008

F job search plan

; 1-0n-1 Counseling and 5 Counssling and Carser

% 11/9/z007 LonL Aaneel Wia-ndule  Sounee 4 11/9/2007 11/9/2007
% 11/02007 Seif-heln - Assessment- oo ooy, Informational/Self- ca 11/9/2007 11/9/2007
¢ Generic Service

(Z1 administrative File Review

S @ Intermet

Customer’s
Service
Strategy.
“Service Type”
category will
either list
Service
“Strategy/Name
of Activity” or
“IEP/Name of
Activity”
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Step 3:
At the “Add an Activity” page, click the magnifying glass next to Activity/Service Title, this will take you

to available service by funding stream screen.

https:/fwww.trackone-in.com - ClientTrack.Net osoft Internet Explorer

2L

User Home Wl Case Management 1

Add New Client Find Client

Szedenik, Princess
111-11-1111
12/25/1980

Activity

To add an activity, enter the following information

f S
Case Management Begin Date:
Y Client Home Page Activity /Service Title:* | ’(; -
[ 2§ Reminders;Tasks Funding Stream:
2} 5 Edit Participant Line Code:
Waork Histary Service Type:
1 Enrollment and Application Provider:
{2 services Training Provider ID: l:l
] Goals

v

.| Case Notes

Z1 Credentials O*Net Title:
] Test Results Summary Description: ‘

& print 155 Status:* | Active ~|
[ 1) T s Planned End Date:* [12,01/2005 |7
atio 2 Actual End Date: l:El

1 Administrative File Review Record Created By:

Service Notes-A notes field is provided for any justification, rationale or detailed infarmation necessary far monitoring purposes
Please use accordingly. Motes in this field will be viewable by all users.

Service Notes:

&) S @ Internet

Step 4: In “Category”, select the appropriate “Category” and/or “service type” in the drop down menus.

rosoft Internet Explorer

1 @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home Case Management

Add New Client Find Client N———

2 https: Ihwww.trackone-in.com - ClientTirack.NET; Search - Microsoft Internet Explorer

Szedenik, Prin
111-11-1111
12/25/1980

Available Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search

; to display a list of available services |
RCECRMENED CIUCIUS o1 can use the Category and Service Type selections to narrow the search. The Sewice Title box will match all

£} client Home Pagel|titles containing the text in the box, for the selected Funding Stream.
[ |2 Reminders/Tasks
E} 5 Edit Participant

5 Waork History

1 Enrallment and A(

£3 Services Gategory: |- SELECT- |

1 Goals Service Type: ‘ SELECT -- v|
| Caze Notes service Title: l:l
1 Credentials
1 Test Results
) Print 155

E O] Tas Forms

v

Click on an item in the list to place the client into the selected service

Funding Stream

1 Administrative Fild

r maonitaring purposes:

€] Done 2 @ ntemet

L 5 @ ternet
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Step 5: Click “Search.” A page displaying “Available services by funding stream” should show. Most
times, either Category “3” or “6” is chosen. The page below displays the service types under “3
Intensive- Sign. Staff Assist.” Choose the best that applies by clicking on the service type.

2 hitps:/iwww.trackone-in.com - ClientTrack.NET Search - Microsoft Internet Explorer

Available Services By Funding Stream

Select the Funding Stream (only the ones for which this client is currently eligible are shown), and click Search to display a list of available sewices
You can use the Category and Senice Type selections to narrow the search. The Sewice Title box will match all titles containing the text in the box, for the selected
Funding Stream

Click on an item in the list to place the client into the selected service

Funding Stream:*

- BELECT -- v

Category:

Service Type:

Service Title:

16 records found.

Funding Stream Service Type Service Title Line Code
WIA-Adult Employment Plan Work w/ client to develop job search plan Nz
WIA-Adult Employment Plan ISS/IEP Reveiw & Update Session Nz
WIA-Adult Employment Plan Initial ISS/IEP Development Session Nz
WIA-Adult short Term Prevocational Training Short-term Prevocational Training - Generic NE
WIA-Adult short Term Prevocational Services Short-term Prevocational Services - Generic NP
WIA-Adult Relocation Expenses Relocation Expenses - Generic Item/Vendor HR
WIA-Adult Internship/Cooperative Experiencs (Adult) Internship/Cooperative Exp (Adult) - Generic 14
WIA-Adult Work Experisnce (Adult) Work Experience - Generic o1
WIA-Adult Comprshensive Assessment 1-on-1 Counseling - In-depth assessment session NA

Group © oo

Compre nt

Comprshensive Assessment

1-0n-1 Counseling - Assessment results reviswsd

WIA-Adult

WIA-Adult Other Case Management Services Budget Counseling for training N1

WIA-Adult Othsr Case Managemant Servicss Budget Counssling - Gensral M1

WIA-Adult Other Case Management Services Wark w/ client to customize LMI research M1

WIA-Adult Counseling and Career Planning 1-on-1 Counseling - Customer Crisis/Issue M4

WIA-Adult Counseling and Career Planning 1-on-1 Counseling and Career Planning [VE]
&) bone 2 & mtemet
[—

Step 6: After selecting, TrackOne will revert to the “Activity” page. Some entries may be automatically
filled in, but you must complete all other asterisked items. Click “save”

rosell Infernel Explorer

111111111
1228100
Case Managemunt

& & Edir participant

[# ) T Forms

szedenik, Princess

2 Chent Home Page
B 2 RomndersTasks

Tn add an acteity, entor the following information

Lidria Romero - indy WA fraining Help Topics about DSI Logout

Begin Date;* m

Activity fService Title:* [

Funding Stream:

Line Code:
1‘ ‘Work History Snrvice Type:
21 Enroliment and Application Frovider:

Planned Fnd Date:™

Training Provider 10: [:
) toals + o e
) i s owetcode: [
(] Cradentals 0 et Tithe:
(] Test Ros Bummary Disscriplion:
] Test Results ) i
[&] P 155 status:* [Actve

(] Administrative File Review

&l

Provider Name:
Case Mgr Nama:
Office Nama:
WEA:

Total Houre:
Total Obligated:
Tatal Exprndid:
Created Date:

i

A ® et

A £ Actual End Datue:
121 Adminstrative File Reyew record Created By:
Service Motes-A notes ield i provided for any justiication, rationale or delailed irformation necessary foe munidomng purposes.
Please use accordingly. Motes in this field will be viewabde by all users.
Survice Nolus: a
1 Print 155 Historical Data
B () TAA Forms O*net Code (read-only):
&y Client Intake Sia:

Cancel
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Step 7: Case Note

Revised: 02/27/08

After saving in the “Activity” page, go to “Case Notes” page to record

User Home Case Management

Add New Client Find Client

rack.Met

Microsoft Internet Explorer

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Enroliment and Application

Szedenik, Princess
111-11-1111
12/25/1980

’h Client Horme Page
[E 2] Reminders/Tasks
£ 5 Edit Participant
Waork History
{3 Enrollment and application
1 Services
] Goals
lo] Case Notes _
] Credentials
] Test Results
£ Print 155
[ ] Taa Forms

with the client.
Case Management 4]

The list below displays the client's enrollmentsfapplications. An enrollment is automatically created when a Core Service is
created for a new client. To create an application for Intensive Serices, select the Create Application option from the Action
menu next to the Enrollment record. To edit an existing application, select Edit Application. Use the Accounts menu item to
attach [TA or Supportive Services accounts to the enroliment. Use Monthly Contacts and Follow-Up to record regular contacts

1 records found.
Participation Date

#% 11972007

o

Exit Date

Interviewer

App. Date
11/9/2007

Eligibility
Adult

Region
0z

Organization

Danielle Gyuriak Goodwill - St, Joe

1 Administrative File Review

a Done

é B Internet

Step 8: Click “Add New” to add a new case note to the customer’s Service Strategy

ttps:fhwww. trackone-

User Home Case Management

Add New Client Find Client

szedenik, Princess
111-11-1111
12/25/1980

'h Client Home Page
E & Reminders/Tasks
[E3] 3 Edit Participant

Waork History

(] Test Results
T Print 155
E [ Tas Forms

(C7 administrative File Review

Client Case Notes

The client's case notes you have rights to view are listed here. Click Add New to create & new case note. To print, check the
Print box next to one or more case notes you wish to print, and click the Print Selected button.

NOTE: Once a case note is saved, additional changes will not be allowed

3 records found.

7 Enrolment and Applicat Datel!  Case Manager  Regarding Restriction
nrollment and Application 5

; i [} 2/7/2008  Lidria Romero test Unrestricted
] Services =y
&) Gsls inew a 2/5/2008  Lidria Romero IEP Review & Update Unrestricted
\o| Case Notes ,
1 Credentials ‘%VIBW O 2/5/2008  Lidria Romero Service Strategy- OMe on ONe Counseling Unrestricted

.com - ClientTrack.Net - Microsoft Internet Explorer

1 @Work Solstions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Add MNewr Cancel
Print Selected

@ Done

S @ Internet
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Step 9:
In the “Edit Case Note” screen, the “Entry Date” and “Entered by” will automatically be filled in by

TrackOne. In the “Regarding” box, the case note entered should be titled: “Service Strategy/Name of
the Activity.” Example: “Service Strategy/Staff Assisted Job Search”, “Service Strategy/TABE”, or
“Service Strategy/ Scheduled for Product Activity.” Follow Skills Development Team Procedure Manual
for Case Note material. Click “Save” when done.

2 https:/hwww. trackone-in.com - ClientTrrack.Net - Microsoft Internet Explorer

Add New Client Find Client

5zedenik, Princess
111-11-1111
12/25/1980

Y client Home Page
B 4 Remindars/Tasks
M 3 Edit Participant

Wark Histaory

1 Enrollment and Application

] Services

] Gaals

._;J Case Notes

] Credentials

[Z] Test Results

) Print 155
[ ] T84 Forms

User Home Case Management

I Case Management 4]

] Administrative File Review

>

" @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

Edit Case Note Q)

Entry Date:* [207/2008 |=

Entered By: [RPE

Regarding:* ‘ | <=

Domestic Violence Case Note-If checked, Case Note will be set to Organization Restricted

Domestic Yiolence Case Note:  []

Select a Template
G% v o B ] U IS FRns v |5 <f,
Case Note

Client Name: Princess Szedenik

O

Note-Additional changes to this case note will not be possible after it is saved l

Save | | Pause | | Cancel 7]

4

& e

] N p—
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Follow Steps 1-9 in Section” B” to add an “Activity”. In Step 5, on the page displaying “Available
services by funding stream” choose the correct “Service Type” and click “search.” The page displaying

Revised: 02/27/08

C. Additional Assessment Activities

the service types displays. Choose the best Service Type that applies.

Step 10: After clicking “save” in the “case note” page, and to record a TABE, WorkKeys, or CASAS Test,

click on “Test Results.”

2 https:fhwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer

Frcoch Ppec

=

=

=24

UserHome | Case Management |

Add New Client Find Client

szedenik, Princess
111-11-1111
12/25/1380

I Case Management (]

/h Client Home Page

& Reminders/Tasks

Edit Participant

5 Waork History

1 Enrallment and Application
(1 Services

1 Goals

\.| case Notes

1 Credentials

] Test Results _
23 Print 155

(C] TaA Forms

Client Case Notes @

 @Work Solvtions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
Print box next to ane or more case notes you wish to print, and click the Print Selected button.

NOTE: Once a case note is saved, additional changes will not be allowed

Add Mew Cancel
Print Selected

3 records found.

Case Manager Regarding

%V\ew O 2/7/2008  Lidria Remero test Unrestricted
%V\EW [ 2/5/2008  Lidria Romero IEP Review & Update Unrestricted
%\Mew O 2/5/2008  Lidria Romero Service Strategy- ONe on ONe Counseling Unrestricted

(] Administrative File Review

&1

Step 11: Click on “Add New”

B D @ Internet

2l hitps:/iwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

lE

Fncch Ppua

User Home Case Management

Add New Client Find Client

Szedenik, Princess
111-11-1111
12/25/1980

ase Management
’:’ Client Home Page

E 2 Reminders/Tasks
3] 3 Edit Participant

wWork History
1 Enraliment and Application
] Services
] Goals
l.| Case Notes
] Credentials
{3 Test Results
£ print 155

E ] Ta4s Forms

Client Test Results @
ick the Edit

This is a list of assessment tests administered to this client. Click on Add New to record new test results, o
item from the Action icon to change a specific record

0 records found.
Test Name

Grade Level

Description Date Score

1 Administrative File Review

81

B 2 @ Internet

10



Career Advancement Team Revised: 02/27/08

Step 12:
In the “Test and Test Result” page, fill in all appropriate fields. Click “Save.”

rack.Net - Microsoft Internet Explorer

1 @Work Solstions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home jl Case Management

Add New Client Find Client

e, ChiEses Test and Test Results
111-11-1111 - .
12/25/1980 Identify the test the client took along with the results of that test

WIA Youth Literacy and Numeracy Gains Measures:

I Case Management Al Test narmes marked with {¥} can be used to assess literacy and numeracy skills for the WA Youth perfarmance measures

f'l'j Client Home Page Test names marked with {¥-ESL) can be used to assess English literacy skills for English as a Second Language (ESL) youth
B 2 Reminders/Tasks for the WIA perfarmance measures.

£ 3 Edit Participant Far the pefarmance measures, youth must be given a pre-assessment within 50 days of enralling in WIA, and a post-
3 Wark Histary assessment within one year, and once a year thereafter while they are participating in Wia.
1 Enrollment and &pplication

D Services Test Name:*

L Goals Test Type:* [ gELECT- v
| Case Notes Date:* l:E'

] Credentials
i Test Results Score:

) Print 155 Grade Level: l:l
O

[ ] Taa Forms Passing/Gompetent:

I . . .\ Description/Comments:

Z] Administrative File Review

&] Done B S P Internet
EE———— . ]




Career Advancement Team Revised: 02/27/08

D. IEP
Follow Steps 1-7 in Section B. In Step 5, on the page displaying “Available services by funding stream”

choose the correct “Service Type” and click “search.” The page displaying the service types is displayed.
Choose the best Service Type that applies.

Step 8: Click “Add New” to add a new case note to the customer’s IEP

A https:/hwww.trackone-in.com - ClientTrack.Net - Microsoft Internet Explorer,

“Trna ﬁ”@m Solvtions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout
User Home Case Management
Add New Client Find Client Client Case Notes @

szedenik, Princess The client's case notes you have rights to view are listed here. Click Add New to create a new case note. To print, check the
111-11-1111 Print box next to one or more case notes you wish to print, and click the Print Selected button
12/25/1980 "
NOTE: Once a case note is saved, additional changes will not be allowed.
I Case Management o [ﬁ
Add Mew Cancel
/h Client Home Page :
E & Reminders/Tasks ;}Prmt SElected
3| 3 Edit Participant
Work History 3 records found.
3 Enrall t and Applicati i Case Manager Regarding Restriction
nroliment and application
3 services %View [ 2/7/2008  Lidria Romero test Unrestricted
(] Goals %View I | 2/5/z00&  Lidria Romero IEP Review & Update Unrestricted
| tase Notes
) Eredzils %View O 2/5/2008  Lidria Romero Service Strategy- OMe on ONe Counseling Unrestricted
(_] Test Results
= Print 155
[ O] TAL Forms
Iz i 3
(C] Administrative File Review
@ Done é ‘ Inkernst
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Step 9:

In the “Edit Case Note” screen, the “Entry Date” and “Entered by” will automatically be filled in

by TrackOne. In the “Regarding” box, the case note entered should be titled: “IEP/Name of
the Activity.”” Example: “IEP/On-the-Job Training”, “IEP/Customized Training”, or “IEP/
Occupational Training.” Follow procedure manual for Case Note material. Click “Save” when

done.

2 https: Hhwww. trackone-in.com - ClientTrrack.Net - Microsoft Internet Explorer

 @Work Solutions

Lidria Romero - Indy WIA Training Help Topics About DSI Logout

User Home: Case Management

Add New Client Find Client Edit Case Note @ o
Szedenik, Princess
111-11-1111 Entry Date:* [anro008 1
12/25/1980
Entered By: [NPRRL
ing X
I Case Management 4] Regarding: ‘
4} client Home Page
B 4 Reminders/Tasks Domestic Violence Case Note-If checked, Case Mote will be set to Organization Restricted
M 3 Edit Participant
3 Wark Histary Domestic Yiolence Case Note: [
1 Enrollment and Application Select a Template
(] Services 8% v B J U EFots - |5 &,
] Goals c N
zJ Case Notes ase Note
[ Credentials Client Hame: Princess Szedanik
] Test Results
1 print 155
[ ] 44 Forms
I A atio R
] Administrative File Review
O
Note-Additional changes to this case note will not be possible after it is saved l
Gl

&1 hne

E.

Product Activities: Record in TrackOne

Bl Trbeinat

Follow Steps 1-9 in Section” B” to add an “Activity” for a WorkOne Product Activity. In Step 5, on the

page displaying “Available services by funding stream” choose the correct “Service Type” and click
“search.” The page displaying the service types displays. Choose the best Service Type that applies.
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